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Schedule Number: 0460-001 

Effective Date: March 27, 2002 

Record Series Title: 

Retention Requirement: 

Adverse Action Appeal Files 

Temporary Record. Retain 6 years. 

The above retention period is consistent with the requirement of the Georgia 
Records Act (O.C.G.A. §50-18-90 et seq.) and complies with Criteria "B" for 
Administrative Approval. 

- 
3 -% -02 

Date 
Recommended by: 

Andrew S. Teylor, Assistant DmMr for Records Management 

The State Records Committee approves this recommended retention period for 
the named records series. 
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S i g n e d : L -  L - m r  YI-&- 
David W. Carmicheal, Secretary of State Designee I '  Date 
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MINowuM 

TO: Andrew Taylor, State Records Management Officer 

FROM: Gussie d " & k a y ,  Administrative & Operation Specialist 

DATE: March 7,2002 

SUBJECT: 
s f  

Amending of the Retention Schedule 

I am requesting that the retention schedule for Adverse Action Appeals Files (73-61A supersede 
8/19/80) be amended. Please change from: Cut off inactive file at the end of each calendar year, hold in 
current files area one year and then retire to the Archives [ for continuing retention.] 

To " Cut off inactive file at the end of each fiscal year, hold in current files area for six years and then 
destroy." 

If you need additional information, please contact Gussie Lofton-Broadway at the Georgia Merit 
System on (404)657-5805. 

cc. Deborah 0. Belcher 
Steve Mitchell 
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SECRETARY OF STLTE 
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DIRECTOR 

(404) 656-2358 
INFORMATION (404) 656-2393 

FAX (a) 651~9270 

DATE : September 29, 1993 

To: Rosalind Pounds - State Merit System of Personnel Administration 

FROM: Peter E. Schinkel - Head, Schedule Section 
SUBJECT: Receipt and acceptence of administrative change report submitted 

September 10, 1993: appplication file #930910-01 

NEW 
SCHEWLE #: 73-0061-M 

EFFECTIVE 
DATE : September 10, 1993 

SERIES : "Adverse Action Appeal File," 1990 and continuing 

a A m E :  Disposition Instructions 

m: "...cut off inactive file at end of each calendar year, 
hold in current files area one year and then 
retire to  the Archives [for continuing retention]. 

To: "...cut off inactive file at end of fiscal year, 
Hold in current files area one year, then 
Transfer to the Archives for continuing retention." 

This change has been accepted and filed with the official copy of the approved 
schedule 

-___ -  -- 
Peter E. Schinkel Date 
Schedule Section 

encl : Photocopy of schedule #73-61-A, effective 8/19/80 

cc : RGS Schedule Case File 
State Records Center Schedule File 
Robert E. White, Assistant Director 



FOR AGENCY USE . 

7/21/80 

ippplication Dln 

rpplicetion Number 

I -.~--~-__-_-__~.___- 

_. 

'. ~ . 
File isarranged: alphabetically by appellant s name . ' 

\ .  
'\ 

~. . . ~  ... ~ .. . .~ - .. ._ --.. ~~~ ~ - ~ 

3. Monthly Seference Rate How often ara records referred to which are: :.. p 
. I  

One to six months old . * 
~ e n t v - f i v e  monthsand older 2- 

Annual Rate of kcumulationotRIcordr 
Letter-rire drawers - -2: Legal-size drawers ----; Shelves 

.{ Seven to twelve months old L-; Thirteen to twenty-four months old -.* 
Seldom, usually only when suits are brought. 

-; 

__- - . ~ ~ ~  __I_..___.. ~ __ ~- - - ~ . ~ --. ~- - .  , 
" _- 

-:Other /specify) -___ 3LU,-feeL. 

FOR RECORDS MANAGEMENT USE 1. Agency Address __ 
Application Numbsr 

73-61-A I State Merit System 
244 Washington Street, S.W. - I__.~ _I_._. _ _  - Atlanta, Georgia Date R&ived Dan Completed 

3 I 1980 I AUB $ 9  1980 
--__I -_._._-I-- ___ .. .. __  - - ~ ~ l i ~  . ~ - 



-. - .& '. *-- *- .~ , -  ., ' *  , 
I .  .- 

6. ~ ' Z  . -. -,* 
, .! _s 4=- -. 

, .  -___ 
this series ever analyzed and/or recorded in a summarized report? 

- 
in your office, or in another office or agency? 

The following requires the series to be kept: 4 '1. Rotention Rquirements 

a. StatiLaw years. d. Audit pariod years. 
--years. 7 ,years. --~= = ~ -.-I). Administrative need ~~ ~ -__ -~ b. Statuteof limitation ~ ~- .-- ~~ . ~ - ~  

c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Based on,past needs experience 
I 

q .. 
-- __ . . .  

12 Approvad Disposition Instructions Thisbgency recommends that the file series be cuGff at  the end of each: 
0 Calendar Year; Q Fimt  Year; 0 Other - - .-- 

.-___then, 
- 

,' 1 ! 

0 Hold in the current files area month ($1 yearb); then . 

0 Transfer to local holding area; hold 
0 Transfer to State Records Center: hold 
o ' Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) .~ 

yearb); then 
yearb); then 

.. 
. .  . . -  

Upon termination of appeal, transfer to inactive file, cut off inactive file at end of 
each calendar year, hold in current files area one year and then retire to State Archives. 

These instructions apply to a l l  prior and future accumulations of the series. 

ecommendations in para- 
'aph 12 are approved. . 
F disapproved, attach ie 
f explanation.) 

L .. 
. .  

~ ~~~ . ... .~ - . . . , y  . * . .  
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1 j - 2  - 2- Y -31 3 4s- TL . *  * 
OFFICE OF SECRETARY OF STATE , 

% &  I.c L .  * 
1 .  

fir STATE Application for 
OF DEPARTMENT OF ARCHIVES & HISTORY 

GEORGIA REC,ORDS DISPOSITION STANDARD RECORDS MANAGEMENT DnnSIQN 

State Merit System 
Administrative Division ~~~ 

244 Washington Street SW 
Vernnie Morgan 

5. Worklng Title I C Tel. No. 

ESTABLISH DISPOSITION STANDARD: w RECORD WILL CONTINUE TO AC,CUMULATE. 
DISPOSE OF PRESENT ACCUMULATIONS: 
NO FURTHER ACCUMULATION ANTICIPATED. 

8. Earliest & Latest Dates of Series 

1943 to current -~ ~ 

9. Exact Series Title 
Official Transcript of Hearings of Appeal 
to the State Personnel Board 

0. What is the function of the office in which this record series is created 

These records accumulate as a result of administering a state-wide program of personnel 
administration and are created as a result of (but not limited t o ) ,  (1) recruiting, 
( 2 )  conducting examinations, ( 3 )  certification of eligibility, ( 4 )  appointment, 
(5) audit personnel transactions, (6) providing training, (7) providing Health Insurance 
and other fringe benefits program, ( 8 )  administer Hearings and Appeals, ( 9 )  manpower 
and personnel planning. 

*-. 
-. . .- 7 -  

- .1. This file contains the following documents (include form' numbers and titles, if any, and file arrangement): ,l> 

.' 
- (1) These files relate to hearing of appeals before the hearing officer -or the ;+'; 

* -  -7. r .- . a -. - - .: &* ; 
State Personnel Board. 

.- 
(2) Each-file may contain, - but is not iinited to, a typewrit-ten transcript of -.- .h 

testimony presented to the~i%earing~ Officer cw the Skate Personnel Board, a n 8 m y  i n c l u d e  
copies of exhibits, personnel actions, service ratings, time reports, letters of '1 
recommendation, Letters of warning or 'caution, signed-decision of the board;"and' - 
correspondence concerning the appeal. 

Filed in alphabetical order by calendar year. 

- 

).. all .-. .. . . -- . . 
- 4  ' 

( 3 )  

ATTACH SAMPLES OF THE FILE 

ANNUAL RATE OF ACCUMULATION 

Legal size File Drawers Floor Space Occupied (Square Feet) 

AVERAGE DAILY REFERENCES 

:arm: AR-50-71 (Rev. 721 
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-+-*- 

7.~- 

. . r ’ r  . I .a d __~- 
I , . =  -_- _____l_l_-. - ~~ ____ 

QUESTIONNAIRE Place an ‘ ~ 3  in the proper column. E answer ia “YES:’ please explain -* YES - .--: eq 

13. Is this the Record Copy of the series? [XI c 1 

c 1 [ X I  

,\ I 
14. Is there a duplication of this series i.n another office or agency? 

15. Is the information contained in  this series evgr summarized or published? Attach copy of summary or publication. [ ] 
1 .  

I i 

[ X] 

16. Does the series contain classified information requiring security handling? c 1 [ X I  

17. Does the series initiate, amend or terminate agency policies and procedures? ’ .  1 [ X I  

18. Could the function be performed if the files were lost or destroyed? 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 
Rehear  a p p e a l s  

rx1 c 1 

c 1 [ X I  

20. Does the record series provide datgas i r. 1 [ X I  

21. Does the record series contain documentation produced as EDP printout? c 1 [ X I  

22. Has the Federal Government issued instructions governing c I [ X I  

23. Will there be a need for these records 10, 15 years .from now? If yes, what? 

input to an EDP file? 

’, - . - ~ ~ - ~ - -  -. ~~ ~~ ~~ - - ~ -.--- _I.~.c_~ ~ - . ~- - . 
~~~~~ 

- 
retentionldisposition of these files? 

.~ 
Appea ls  may be car r ied  ~ ~~ t o  C i v i l  C o u r t s .  

24. REQUIREMENTS. The following requires the files to be kept 
. 

years: poss ib ly  permanently becau: 
.. of h is tor ica l  va lue .  

a. j STATE b. [ 1 SYATUTE OF c. [ 1 AUDIT. d. 1 FEDERAL e. ADMINISTRATIVE f. [ .  3 HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite ‘Law, Statute, or other reason for the retention requirement) 

F i n d i n g s  may b e  a p p e a l e d  t o  C i v i l  C o u r t s  by the  appellant, h i s  h e i r s ,  o r  e s t a t e .  These 
f i l e s  p r o v i d e  t he  i n f o r m a t i o n  t o  answer q u e s t i o n s  o f  t he  C i v i l  Cour t s .  

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[J CALENDAR YEAR -[ 3 FISCAL YEAR -[ ] Other then: 

Upon te rmina t ion  of appea l ,  t r a p s f  er t o  i n a c t i v e  ,file, hold i n  c u r r e n t  
f i l e s  b?ea 1 .yea r r  t r a n s f e r  t o  Archives f o r  permiherit r e t e n t i o n .  Re;cords 
involved i n  any Eouyt a c t i o n  ..di$l. ‘be f u r t h e r  reta%.ned i n  the.’ c u r f n t  -- 

:a >..~, i 

, I  
. .  . -  f ilesx area u n t i l  set’tled. 
I 

C ~ .  ‘ ., < . .  1 $+. ‘!r. ’ 4 -  J 
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in Paragraph 
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